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7. 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

30334. Phone - (404) 

Payro l l  Uni t  Room 5 2 2 4  
47 T r i n i t y  AVC. S.W. 

*TA->wusrasfi(l7 ' '  . ' a .  - ' : .!.! F r  
a Division ond'Offia FWU*lon 

The Office of F inanc ia l  Se rv ices  h a r  t h e  r e r p o n s i b i l i t y  t o  maintain t h 6 '  f rnancfal '  rscr6rds '~ - -  
f o r  t he  Lkpartaent  in a (uLnner to  r e f l e c t  s c p e r a t a  a c c o u n t a b i l i t y  for each type of a c t i v i t y  
administered by DHR. wi th  disbursement c l a s s i f i c a t i o n s  as requi red  by t h e  S t a t e  Auditor and 
t h e  var ious  Federa l  agenciea.  

The Payro l l  Uni t  is r e rpons ib l e  f o r  the es tab l i shment ,  modi f ica t ion  or terminat ion of 
embloyee payro l l  cheaks ; and t h e  recording,  processing,  r e p o r t i n g  and maintaining of 
employment wager, withholdings,  and r e l a t e d  information requi red  by Federa l ,  S t a t e  and 
Local agencicr .  

2 

7. R-dr Srmr Dnaiptbn  T h i s  fib mntaini the following documents (inch& form numbem md zitis's, HanyJ: Atuch tamplei of the file. 

W m e n t r  relating to: changing, record ing  and v e r i f y i n g  payro l l  deduction8 

I n c M d  are: Computer Reportr, PACS 1004- .Payroll Run TOtalS/PayrOll Unft Control  Sheets ;  
PACS 1011- 'Roof Run Warning Report; PACS 1bl9- Sa la ry  Advancement Statement; PACS 1024 
Proof-Run S a l a r y  Totals (Semi-Monthly Condit ional  Payrol l )  ; PACS -1025- Proof-Run  detail'^ 
Component L i s t  (Semi-Monthly Condit ional  Payroll) ; 'PACS 1047- Semi-Monthly S a l a r y  To ta l s ;  
PACS 5102- Merit System Personnel Action Reports; which l ist  employee i d e n t i f i c a t i o n  
i a f o i m t i o n  and salary component information, chanses,' nnd to ta l s . '  
On-numbered Formr- (4R) Retirement Ad jue tmnt s  P r in tou t ;  (4R) Retirement Adjustments 
Ledger Worksheet; Employee Sa la ry  Components Changer P r in tou t ;  Employee Sa la ry  ~. Component8 
Changes Ledger Workeheetj Void, Handrawn and Adjustment Check8 p i n t o u t ;  Void Check 
P r i n t o u t ;  Handrawn Check P r i n t o u t ;  Void, Randrawd and Adjustment Check Data Entry Shee t ;  
Request For Handrawn Check; Payro l l  Time and Piecework p r i n t o u t ;  (See - -. Continuation - - Sheet) 
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, Applicatlon For Records Retention Schedus Page 2 

-~ P7 Included Are: (continued) 

91 Hourly Payroll Lirting, Clore Out Checks Ledger Worksheet, Close Out Checks Printout, 
pepartmeat Close-Out Balancer Printout,and related dacuarents and correspondence. 


